DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS,MANAGEMENT DIVISION 2491
RECORDS RETENTION AND DISPOSAL SCHEDULE Page ;, of 4
Agency o Division/Unit
Department of Agridulture Administrative Services - Personnel, EEO

& Training

Hemn ' - Description Retention
No. Supersedes Schedule '

4

01|MS 310 Form Files - contain on each Personnel Retain in Office until
Management Service position within the Department. current administrativ@
Information on form includes name of incumbent, value ceases and then
position number, its location, statistical and transfer to State
fiscal data on position including employee group Records Center for :
and collective bargaining designation, as well.as three (3) years, then \
personal information on the employee. i destroy.

02 |[Active Personnel Files - contain applications Retain in Office until
appointment letters,correspondence relating to new current value ceases,
appointment, personnel payroll forms and information, status changes to In-
personnel position action requests, retirement forms, Active Record,
charges for removal, commendations, counseling (see item 3)

sessions, disciplinary actions, efficiency ratings,

. Brievance actions, health insurance benefit forms,
probation information, promotion information, resumes,
suspension actions, training information, letter of i
recommendations, retirement information, transfer and
lismissal information. ‘

03|In-Active Personnel Files - contain applications, For first year after,
appointment letters, correspondence relating to new separation retain in the
appointment, personnel payroll forms and information, pffice, then transfer to
personnel position action requests, retirement forms, Ftate Retention Center foff
charges for removal, commendations, counseling Fhree (3) years, then
sessions, disciplinary actions, efficicency ratings, lestroy.

grievance actions, health insurance benefit forms,
probation information, promotion information, resumes,’
suspension actions, training information, letter of
recommendations:- retirement information, transfer and
iismissal information.

- |
Schedule Approved by Depariment, Schedule Aulhorized by Stale Archivist
Agency, '
or Division Representalive. Dale Zf\ur\ o8

Dale £ /e % 7 / Lo
Signalute \/\ A0 —  Igignatute_ W&

'Typed Narna Momoh A. Conteh
ﬂ\“e Director, Human Resource Office|.




DEPARTMENT OF GENERAL SERVICES Schedule No. 5,91
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of ‘
(Continuation Sheet) 2 3

Agency : Division/Unit

Department of Agriculture Administrative Services - Personnel,
L, : : EEQ & Training |
llem _ Description Retention
No. Supersedes Schedule 2094

04 |Employee Medical and Substance Abuse, FMLA, Leave Retain in Office until
Bank and Donated Leave File administrative value
ceases and then transfer
to State Records Center
for three (3) years,
then destroy.

05 |Testing Information and Files "~ Retain in Office until
current administrative
value ceases and then
transfer to State Records
Center for three (3)
years, then destroy.

06} Recruitment and Selection Files : Retain in Office until

- {current administrative
value ceases and then
transfer to State Records
Center for three (3)
years, then destroy.

07|Worker's Compensation and First Report of Injury Retain in Office for
three (3) years, transfepg
| to State Records Center

t for three (3) years,

then destroy.

O8 |EEO Files and Investigative Reports Retain in Office for
three (3) years after
final determination,
transfer to State
Records Center for three
(3) years, then destroy.

DGS 550-TA {Rev. 1793) - J

Figripe 3A s ‘ - 98 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No. 2491

Page of

Agency

L

Department of Agriculture

Division/Unit
Administrative Services - Personnel,
EEQO & Training

lem
iNo.

Description

Supersedes Schedule 2094

09

10

11

12

Grievance, Settlement Conference and Court Files

Agency Adverse Action Reports

EEO Annual Reports

Agency Training Reports

L

Figrure A

DGS 550-1A {Rev. 1/93)

Retention

Retain in Office
for three (3)

years after

final determina-
tion, then destroy.

Retain in QOffice for
three (3) years, transfer
to State Record Center
for three (3) years, then
destroy.

Retain in Office for
three (3) years, transfe
to State Record Center -
for three (3) years, the
destroy.

Retain in Office for thre
(3) years, transfer to
State Record Center for
(three (3) years, then
destroy.

- 928 -



stuctions - Type or Print a separate form for sach
3w or tevisad record series. forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

aloniion Schodule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE _1 OF _12

~opartinent/Agency 2. Division 3. Unit
Agriculture

Administrative Services Personnel

EFINITION - RECORD SERIES - A group of related records normally filed and used es & unlt for reference as

wall a8 retention and disposition purpoces.
. Record Setias Tille

5. Earliest Year/Lalest Year
to

State Department of Personnel MS 310 Forms

" Racord Series Description (Bilafly describs the fypes of informationn/documentsfiorms found in the series. Include the purpose or function of the series.

Form MS 310 is kept on each classified and uncl
department. Information included in the form c
person occupying the position, its location,
and the last personnel action taken.

personnel transactions regarding the p

assified position within the
onsists of the name of the
Statistical data on the employee
These forms are used to process most
osition and employee.

- Racord Serles Formal(s) 8. Racord Serles Sequence 9. Volume

@ File Drawerls)
& Leller Size O Microfilm Reel(s)
DO Computer Tape(s)-

O Other {specily)

O Microfilm B Alphabetical

O Legal Size O Computer Tape O Numerical Number
O Bound Book. O Floppy Disk Chronological

10. Annual Accumulalion -
O File Drawer(s)

. O Microfilm Reel(s)
3/0) D Computer Tape(s)
O Other (specily)

4 Audio Tape O Video Tape

Geographical

8]
a
9]

0 Other (specily) Other (specity)

Number

11, Fileis Used

12. Flle Becomes Inaclive After
& Daily .

0 Weokly O Month(s)

O Monthly O Year(s)

Number

13. Cunient Localion(s) {Bldg.. Floor, Room) 14. Is Record Serles Duplicated Elsewhere?

(If yos, specify agency or office)
E}a Yes 0O No

DEM

16. Audit Requirements

D/Nona

15, Access Resticlions O Yes
(It Yes, cite Law(s) & Regulation(s)

O State O Federal O Independent

17. Is an Index System Used? (lf yes, explain briefly and describe

18. Recommended Retention
any hadware/software
B/No

]

Three (3) years
0O VYes

Name and Title of Preparer 2}. Date

,//9¢/Zl,v¢

20. Telephone Number

Francisca M. de Castro
Qffice Secretarv

2 - oV,

gure 1

410-841-5840




istruclions - Type or Piinl a separale form for each
3w or tevisad record seties, forward with Record

atantion Schadule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_2 oF 12-

soparinent/Agency

Agriéulture

2. Division

Administrative Services

3. Unit

Personnel

'EFINITION - RECORD SERIES - A group ol Jelaled racords normally flled and used es a unli for reference as wall as retention and disposition purposes.

. Record Seiias Tiile

Active Personnel Files

5. Earliest Year/Latest Year
o

* Racord Serles Descriplion” (Bilsfly desciibe the types of Informationn/documents/iorms found In the series. Include the purpose of function of the series.

Individual file folderfor each current classified and unclassified employee.
Folder contains correspondence relative to employees employment, employees'
applications, MD State Retirement forms, Department of Personnel forms,
Central Payroll forms, Health Insurance forms.

. Rocord Setles Formal(s)

@ ottes Size 3 Microfilm

8] (egal Size O Computer Tape
0O Bound Book D Floppy Disk
4 Audio Tape 0O Video Tape

0 Ohet (specily)

8. Record Series Sequence
@ Alphabetical
O Numerical
Chronological

o
O Geographical
D

9. Volume
@ File Drawer(s)
D Microfilm Reel(s)
20 O Computer Tape(s)
Number

0 Other {specily)

10. Annual Accumulation -
B—File Drawer(s)

i -/ 0O Microfilm Reel(s)
Other (specily) /z D Computer Tape(s}
Number O Other (specily)
I, File is Used 12. File Becomes Inactive After .
' Q/Dnﬂy 0 Webakly DO Monthly O Month(s) O Year(s)
Number
13. Cunemt Location(s) {Bldg.. Floor, Room) B 14. Is Record Serles Duplicated Elsewhere?
. (il yes, specify agency or office)
O Yes & No
15, Access Resticlions O Yes O No 16. Audit Requirements
(Il Yes, cite Law(s) & Regutation(s)
& None D State O Federal 0 Independent
17. s an Index System Used? (I yes, explain briefly and describe 18. Recommended Retention
any hadware/software '
Three (3) years
O Yes D/No
Name and Tille of Preparer 20. Telephone Number 2. Date

Francisca M. de Castro

Office Secretary

{S 5504 (Hev. 1703)

410-841-5840

216/ 2ro7

gure 1




stuclions - Type or Print a separals lorn for each
W or ievised record series, forward with Record
alontion Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_3 OF 12

~oparinenl/Agency

Agriculture

2. Division

- Administrative Services

3. Unit

Personnel

EFINITION - RECORD SERIES - A group ol relaled recorde normally filed and used as & unlt for reference as wall as retenlion and disposition purposes.

. Recoid Serins Tille

In—-Active Personnel Files

5. Earliest Year/Lalest Year
fo

- Racord Serles Descriplion (Bilefly describe 1he fypes of informationnidocumentsiionne found n the sefios.

4

Include the purpose or function of the series.

Individual file folder for each former classified and unclassified employee.
Folder contains correspondence relative to employee's prior employment with
this department plus the employee's application, MD State Retirement forms,
Department of Personnel Forms, 'Central Payrgll forms and Health Insurance forms.

. Record Serles Fonmal(s)
B{eller Size

O Legal Size

O Microfilm

O Computer Tape
O Bound Book O Floppy Disk
4 Audio Tape O Video Tape

O Olher (specity)

8. Record Series Saquence
& Alphabetical
Numerical
Chronological
Geographical

Other (specify)

O File Drawer(s)

0O Microfilm Reel(s)

& D Computer Tape(s)
Number O Other (specily)

10. Annual Accumulation -
O File Drawer(s)
o O Microlilm Reel(s)
fﬁ O Compuler Tape(s)
Number O Other (specify)

1. Fileis Used

& Daily 0 Wookly

O Monihly
Number

. File Becomes Inaclive Alter
3 O Month(s)

Cd Year(s)

13. Cunent Locatlon(s) {Bldg.. Floor, Room)

O Yes

. Is Record Serles Duplicated Elsewhere?
(If yos, specily agency r offica)

No

15. Access Resliictions O Yes
{It Yes, cite Law(s) & Regulation(s)

D/None

Audit Requlrements

O State

O Federal O independent

17.- Is an Index System Used? (Il yes, explain brislly and describe

any hadware/software

O VYes ® No

. Recommendod Retention
Three (3) years

Name and Title of Preparer

Francisca M. de Casty

OfficeASecretary

20. Telephona Number -

0

410-841-5840

2). Date

Vet

S 550 (Rev. 1703)
gure 1




struclions - ‘lypa or Piint a separate lorm for sach
W of tevised record series, forward with Record

atontion Schodule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _4 OF 12

—soparlinent/Agency

Agriculture

2. Division

‘Administrative Services

3. Unit

Personnel

EFINITION - RECORD SERIES - A group of retated records normally filed and uged ap & unll for roference as

wall as retention and disposition purposes.

. Record Seiies Tille

Employee Medical and Substance Abuse, FMLA
Leave Bank, and Donated Leave File

5. Earliest Yoar/Lalest Year
to

“Rocord Series Destription (Bilsfly desciiba the fypes of informationn/documentsfiorms found in the seriss. Indude the purpose or function of the series.

Individual employee folders that contain medical documentation such as
physicians' disability certificates, benefit enrollment, leave bank and
donated leave and documentations relative to Family and Medical Leave Act.

- . Record Serles Format(s)

8. Record Series Sequence

9. Volume
@~ File Drawer(s)
Q’(ellev Size O Microfilm D/Alphabelical 0O Microfilm Reel(s)
: 3 DO Computer Tape(s)
O Legal Size O Comnputer Tape 0 Numerical Numbér 0O Other (specily)
O Bound Book, O Floppy Disk O Chronological i
X . . 10. Annual Accumutation -
4 Audio Tape O Video Tape O Geographical @ File Drawer(s)
. N -/ O Microfilm Reel(s)
O Other (specily) O Other (specify) L& O Computer Tape(s)
Number QO Other (specily)
i1. Fileis Used . ) 12. File Becomes Inaclive After
Daily O Weekly 0O Monthly O Month(s) O Year(s)
Number :
13. Cunent Location(s) {Bldg.. Floor, Rooim) B 14. Is Record Serles Duplicated Elsewhere?
(If yos, specify agency or office)
O Yes " No
Id
15, Access Resuiclions 0O Yes &No 16. Audit Requirements
{If Yes, cite Law(s) & Regulation(s)
& None O Stale O Federal O Independent
17. Is an Index Syslem Used? (If yos, explain brlsfly and describe | 18. Recommended Relention
any hadware/soltware '
Three (3) years
O Yes D/No ’
Name and Tille of Preparer 20. Telephone Number 2Y. Date ’

Francisca M. de Castro

410-841-5840

C/éa /4;1197'




isttuctions - Type or Print a separate form for each
8w or (avised record series, forward with Record

7275 WATERLOO ROAD
elantion Schodule (DGS §50-1) P.O.

JESSUP, MARYLAND 20794 PAGE 3_ oF 12

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

BOX 275

~opartment/Agency 2. Division

Agficulture . Administrative Services ’ Personnel

'EFINITION - RECORD SERIES - A group of related records normally filed and usad es a unit for reference as

wall a9 retention and disposition puUrposes.

. Record Serios Tille

Testing Information & Files

5. Earliest Year/Lalast Year
o

- Record Sariss Descriplion (Brisfly describa the fypes of informationn/documentsiionms found In the serios.

/

Include the purpose or function of the series.

These are folders that contain applications that were reviewed and

passed the testing process in accordancewith the job specifications and
that they are now ready to be placed in the eligiblelist.

. Record Sarles Fonnal(s)

oller Size O Microfilm & Alphabetical

O Legal Size O Computer Tape O Numerical

O Bound Book 0 Floppy Disk - O Chronological

4 Audio Tape 0 Video Tape Goeographical

O Other (specily) Other (specily)

8. Record Serles Sequence

el Fite Drawer(s)
0O Microfilm Reel(s)

o7 O Computer Tape(s)

DO Other (specily)

10. Annual Accumulation -
O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
Number : O Other (specify)

11, File is Used
0O Daily 0O Webpkly D-Monthly

. File Bacomes Inaclive After

-5 D Month(s) & Year(s)
Number .

13. Cunent Locatlon(s) (Bidg., Floor, Eo’m__n)_

. 1s Record Serles Duplicated Elsewhere?
(If yes, specily agency or offica)
O Yes 8 No

15. Access Restiiclions O Yes GAG%
(1 Yes, cite Law(s) & Regulation(s)

Audit Requirements

B/mma O State D Federal O Indspendent

17. Is an Index Sysiem Used? (I yes, explain brielly and describe
any hadware/software

O VYes Q/No

. Recommended Retention

three (3) years

Name and Tille of Preparer 20. Telephone Number

2). Date

- - ~841-5840 .

Francisca M. de Castro 410 841-58 ﬁ?;&//cngy
Office Secretary

1 I0- eV,

gure 1




ishuctions - Type or Piint a separale form for sach
3w of revisad record setiss, forward with Record
alontion Schindule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_6 oF 12

~oparinent/Agency

Agriculture

2. Division

Administrative Services

3. Unit
- Personnel

-
.
.

'EFINITION - RECORD SERIES - A group of relaled records normally filed and used as a unlt for reforence as

wall as retention and disposition purposes.

. Record Serias Tills

Recruitment Files

5. Earliest Year/Lalast Year
to )

“Racord Serlas Descriplioii (Bilslly deséiibs the fypes of informalionn/decumentsiionms found I the series. Tndlud

“Include the purpose or function of the series.

When we recruit to fill a vacant position, a file folder is prepared for the
classification being recruited. Information contained includes Deprtment of
Personnel Certification of Eligible List, copies of letters mailed to
applicants, interview schedule, names of applicants interviewed, interview.

sheet, applicants'

applicants, job description and list of questons asked.

- application and other data furnished to us by the

- Record Seiles Formal(s)

8. Record Serles Sequence 9. Volume

: 2 File Drawer(s)
orCotter Size O Microfilm @~ Alphabetical O Microfim Reel(s)
_\{-_ D Computer Tapa(s)

O Legat Size 0O Computer Tape O Numerical Number O Other (specily)

O Bound Book. O Floppy Disk O Chronological :
" . : 0. A | A lation -

4 Audio Tape 0O Video Tape O - Geographical 10. Annual Accumuta gn File Drawer(s)
. . . 7 D Microfilm Reel(s)
0 Other (specily) O  Other (specify) /5 O Computer Tape(s)

Number O Other (spsecily)

it. Fileis Used 12. Flle Becomes Inactive Alter
@ Daily orWeekly @ Monthly

Number

O Monlh(s)

B Year(s)

13. Curiant Localionys) {Bldg., Floor, Room)

O VYes

14. s Record Serles Duplicated Elsewhere?
(If yes, specify agency or office)
O No

15, Access Restriclions O Yes
(it Yes, cite Law(s) & Regutation(s)

D/No

16. Audit Requlrements

B/Nona

O State O Federal O Indspendent
17. Is an Index Syslem Used? (il yes, explain briefly and describe 18. Recommended Retentlion
any hadware/software
‘ Three (3) years
O Yes 2 No
Name and Title of Preparer 20. Telephone Number 2). Date

Francisca M. de Castro

Office Secretary

410-841-5840

> 550-4 {Hev. 1737]

e foe

gure 1




istiuclions - Type or Print a separale form for sach
3w or tevised record series, forward with Record
alontion Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _7 oF 12

~separinent/Agency

Agriculture

2. Division

"Administrative Services

3. Unit

Personnel

'EFINITION - RECORD SERIES - A group ol related records normally filed and used as & unit for reference as

wall as retention and disposition purpoces.

. Record Setias’ Title

Worker's Compensation and First Report of
Injury

5. Earliest Year/Lalest Year
to

: Racotd Serigs Destriplioii (Brisfly describa the types of Informationn/documentsfiorms found In the series.

Include the puspose or function of the series,

4
Individual employee folders that contain reported work place
injuries including employee and supervisor's report of injury,

medical forms and all.
Fund.

correspondence from the Injured

Workers Insurance

- Record Seiles Formal(s) 8. Record Serles Sequence 8. Volume
@ File Drawer(s)
@ otter Sizo O Microfilm & Alphabetical O Microfilm Reel(s)
T D Computer Tape(s)
O Legal Size 0O Coinputer Tape O Numerical Number O Other (specily)
O Bound Book. O Floppy Disk O Chronological i
. 10. A | Accumulation -
4 Audio Tape O Video Tape 0O Gesographical nntal Accumuta '[;/ File Drawer(s)
. . S O Microfilm Reel(s)
O Other (specily) 0O  Other (specity) /55 O Computer Tape(s)
Number 0 Other (specify)
1. File is Used 12. File Becomes Inaclive After
O Daily O Weskly O Monthly ‘ O Monlh(s) @ Year(s)

Number

13. Cunent Locallon(s) (Bldg.. Floor, Room_)

0 Yes

14. Is Record Serles Duplicated Elsewhere?
{If yes, specify agency or office)
2 No

15, Access Restiiclions O Yes
(it Yes, cite Law(s) & Regulation(s)

G/No

Audit Requirements

B/None O State O Federal D Independent
17. Is an Index Syslem Used? (Il yes, explain briefly and describe 18. Recommended Retention
any hadware/soltware
_ Three (3) years
O VYes a0 No
Name and Title of Preparer 20. Telephone Number 2. Date

Francisca M. de Castro

Office Secretary

av,

410-841-5840

/6 fors g

gure 1

N
s




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

slwuclions - Type or Print a separate form for each
3w or tevisad recotd series, lorward with Record
alontion Schodule (DGS 550-1)

AGENCY RECORDS INVENTORY

: P.O. BOX 275
. JESSUP, MARYLAND 20794 PAGE_8 OF12
~epartinent/Agency 2. Division 3. Unit
‘ . : rsonnel
Agriculture -Administrative Services Pe

‘EFINITION - RECORD SERIES - A group of relaled records normally filed and used as a unll for reforence as

wall a8 retention and disposition puUrposes.

. Record Serias Tille ) . ‘ .
EEO Files and Investigative Reports

5. Earliest Year/Lalest Year
o

: Racotd Seties Description” (Biisfly desdibe e types ol Informationn/documentsfiorms found in the series.

4

" include the purpose or function of tho geries.

File folders that contain information on complainant. Reports

compiled on investigation.

. Record Serles Fonnal(s) 8. Record Serles Sequence 9. Volume
@ File Diawer(s)
@etter Size O Microfilm o Alphabelical 0O Microfilm Reel(s)
2 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O Chronological i
. . . \ 10. Annual Accumulation -
4 Audio Tape 0O Video Tape 0O Gsographical O File Drawer(s)
‘ . . O Microfitm Reel(s)
Q Other {specily) 0O  Other (specily) O Computer Taps(s)
- Number O Other (specify)
1. Fileis Used 12. Flle Bacomes Inactiva After :
O Daily 0O Weekly O Monthly 0O Month(s) O Year(s)
Number
3. Cunent Locallon(s) (Bldg., Floor, Room) B 14. 1s Record Serles Duplicated Eisewhere?
(if yes, specily agency or office)
O VYes 2 No
15, Access Restictions O Yos D/No 16. Audit Requirements
(1 Yos, cite Law(s) & Roegulation(s) ‘
3 None O State O Fedoral O Independent

17. s an Index Syslem Used? (I yes, explain brisfly and describe 18
any hadware/software

. Recommendod Retention

: Three (3) jears
O VYes B/No

Nams and Tille of Preparer 20. Telephone Number
Francisca M.de Castro 410-841-5840

Office Secretary

gure 1




isftuctions - ‘lype or Print a separate form lor each
3w or tevised record series, forward with Record
alontion Schodule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_9 oF 12

~oparinenVAgency

Agriculture

2. Division

. Administrative Services

3. Unit

Personnel

'EFINITION - RECORD SERIES - A group ol relaled records normally filed and used as a unit for reference as

woll as relention and disposition purposes,

. Record Series Titls

Grievance, Settlement Conference_and Court files

Y Ol
——t

5. Earliest Year/Latest Year
to

* Record Sariss Description (Bilsfly dascriba the types of informationni/documentsiionns found in the saros.

/

“Includa the purpose or function ol the series.

File folders that contain actual or supposed circumstance

regarded as just

cause for complaint.

. Racord Serlas Formal(s) 8. Record Serles Sequeﬁce 9. Volume
@ File Drawer(s)
D’(ellel Size 3 Microfilm E/Alphabelical D Microfilm Reel(s)
o2 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical’ Number 0O Other (specily)
O Bound Book, O Floppy Disk O Chronological i
. , 10. Annual Accumulation -
J Audio Tape 0 Video Tape 0O Goeographical O Filo Drawer(s)
. ' ) 0O Microfilm Reel(s)
O Olher (specily) 0 Other (specify) O Computer Tape(s)
Number 0O Other (spscify)
i1. Fileis Used 12. File Bacomes Inactive After
O Daily 0O Woeekly O Monthly O Month(s) O Year(s)
Number
13. Curnient Locatlon(s) {Bldg.. Floor, Room) - 14. Is Record Seiles Duplicated Elsewhera?
(M yes, specify agency or office)
O Yes No
7
I5. Access Rostilctions D Yes E/ﬁ) 16. Audit Requirements
(I Yos, cite Law(s) & Regulation(s) .
Wne O State O Federal D Independent

17. s an Index System Used? (Il yes, explain briefly and describa

any hadware/software

l/No

0O VYes

18. Recommended Retention

Three (3) years

Name and Titls of Preparer

Francisca M. de Castro

Office Secretary
~ 5 °550-3TRev. 1793)

20. Telephone Number

410-841~5840

21, Date

4//;1 2vo 7

gure 1




stuclions - Typa of Print a separale forn for each
W of tevisad record series, lorward with Record
atontion Schindule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _10 OF12__

~eparlment/Agency 2. Division

Agriculture

. Administrative Services

3. Unit

Personnel

EFINITION - RECORD SERIES - A group of relate

d records normally filed and used as & unit for reference as wall as retention and dieposition purposes.

Record Seiias Tille '

Agency Adverse Action Reports

5. Earliest Year/Latest Year
o

Racord Series Description (Bifally describs iha types of informationn/docurmentsiionms found in the series. Include the purpose or function of the sories,

/ . .
The records include personnel actions processed through the Department

of Budget and Fiscal Planning and the Department of Personnel.
include changes to positions within the Department.

Actions processed

. Racord Seiies Format(s) 8. Record Series Seque;nce 9. Volume
@ File Drawer(s)
w{etter Size O Microfilm " Alphabetical / 0 Microfilm Reel(s)
L
O Compuler Tape(s)
O Legal Size 0O Computer Tape O Numerical Number 0O Other (specily)
O Bound Book O Floppy Disk O  Chronological _
) . . 10. Annuat Accumulation -
4 Audio Tape DO Video Tape 00  Geographicat O File Drawer(s)
. . O Microfilm Reel(s)
Q Other (specily) O Other (spacily) O Computer Tape(s)
—_— Number O Other (specily)
1. Fileis Usad 12, File Bacomes Inaclive Alter
O Daily 0O Weekly DO Monlhly O Month(s) O Year(s)
Number .
3. Cunet Location(s) {Bldg., Floor, Room) B 14. Is Record Serles Duplicated Elsewhere?
(If yos, spacify agency or office)
O Yes No
5. Access Restrictions D VYos B/No 16. Audit Requlrements
{1 Yes, cite Lawl(s) & Regulation(s)
& None O State O Fedoral O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software
D/No

O VYes

18

. Recommended Retontion

Three (3) years

Name and Tills of Preparer 20. Telsphone Number

Francisca M. de Castro
Office Secretary

S 5504 (Rev, 1753]

410-841-5840

2Y. Dale

Sl frer

Jure 1

~3
N




istiuctions - Typs or Print a separate form for each
3w or tevisad recoid series, forward with Record
atontion Schodute (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE1ll oOF 12

~opaitinent/Agency

Agriculturé

2. Division

Administrative Services

3. Unit

Personnel

‘EFINITION - RECORD SERIES - A group of related racords normally filed and used es & unlt for reference as

. Record Serias Tille

wall as retention and dispocition purposes.

EEO Annual Report

5. Earliest Year/Latest Year
o

* Record Saries Description (Brlsfly describa ih typss of infermationnidocumentsiorms Tound in the sorics.

4
This is a report that co
accomplishments,

ntains a

Include the purpose or function ol the series.

gency's assignment of responsibility,
employees interviewed and hired, contractual work

force,internal and external discrimination complaints, americans with
disabilities act reasonable accommodation requests, training activity,

full-time and part-time employees utilization and su

and terminations.

mmary

of separations

. Record Seiles Formal(s)

8. Record Series Sequence 9. Volume
: O File Drawer(s)
2 Lolter Size 0 Microfilm 0O Alphabelical 0O Microfilm Reel(s)
O Computer Tape(s)
0 Legal Size O Computer Tape & Numerical Number 0O Other (specily)
O Bound Book O Floppy Disk O  Chronofogicat .
. . . 10. Annual Accumutalion -
J Audio Tape 0O Video Tape O Goographical _ O File Drawer(s)
. . O Microfilm Reel(s)
O Other (specity) O  Other {spacify) O Computer Tape(s)
Number 0 Other (specify)
t. Fileis Usead 12. Flle Bocomes lnactive After
O Daily 0O Weekly 0O Monthly O Month(s) O Year(s)

Number

3. Cunent Locatlon(s) (Bdg.. Floor, Room)

. Yes (]

14. s Record Serles Duplicaled Elsewhere?
(I yes, specify agency or office)

No

I5. Access Restriclions O Yes

& No
(f Yes, cile Law(s) & Regulation(s)

Audit Requlrements

B/Nqna D State

DEm

O Federal D Independent

17. Is an Index System Used? (If yes, explain brlefly and describe

any hadware/soltware

o

O VYes

18. Recommendsd Retention
Three (3) years

Name and Title of Preparer
Francisca M. de Castro

Office Secretary

20. Telephone Number
410-841-5840

2). Dale

///é 3,,77'

S 550-3{Rev. 1733}

Jure 1

~J



file:///riev

shuclions - Type or Piint a separale form for each RECORDS MANAGEMENT DIVISION
3w or tevised record series, forward with Record : 7275 WATERLOO ROAD
atonlion Schodule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20704 PAGE12 oF 12

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

~opartinent/Agency 2. Division 3. Unit

Agriculture . Administrative Services Personnel

'EFINITION . RECORD SERIES - A group ol related recorde normally filed and used as & unlt for reference as

wall as retention and disposition purpoces.
. Record Seties Tille

5. Earliest Year/Lalest Year
Agency Training Reports o

* Racord Serigs Destriplion (Bilslly desciibe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

/

If generated, a report would include a summary of all in-house and
out-of-service training activities.

- Record Serles Forrmal(s) 8. Record Serles Sequence 9. Volume.

. ) O File Drawer(s)
I{Leller Size O Microfilm EI/Alphabelical ) 0O Microfilm Reel(s)

O Computer Tape(s)

O Legal Size 0 Cornputer Tape Numerical Number 0O Other (specify}

0 Bound Book. O Floppy Disk Chronological

- . 10. Annual Accumulation -
J Audio Tape 0O Video Tape Gsographical O File Drawer(s)
. : . : 0 Microfilm Reel(s)
O Other (specity) Other (specity) O Computer Tape(s)
Number O Other (specify)

1. File is Usod . Flle Bacomes Inactive After
O Daily - O Weekly O Monthly O Month(s) 0 Year(s)

Number

13. Cunent Locatlon(s) {Bldg., Floor, Room)

——

. Is Record Serles Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes No

15, Access Restictions O Yes mﬁ

Audit Requirements
(It Yes, cite Law(s) & Regulation(s)

B/None O State O Federal O Independent

17. ls an Index System Used? (f yes, explain brielly and describe . Recommended Retention
any hadware/soltware

. Three (3) years
O Yes B/No ’

Name and Title of Preparer 20., Telsphone Number 2). Date

Francisca M. de Castro 410-841-5840 ’//‘/"”"’ ]
Office Secretary .

5'550-7 (Rev. 1793)
gure 1




